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INSTALLATION AND LOGIN 
 
 

• Installation Procedures are available via the MWA CATS Website for downloading 
and installing the CATS program  – http://www.mwa.ars.usda.gov/adp/cats.shtml.  
Please read and follow the instructions exactly as written.  Once installed, a CATS 
icon will be placed on the computer desktop.  If not, go to C:\Program Files\Cats, 
right select the cats.exe file and send to the desktop (create shortcut).  CATS users 
will be notified when new releases are posted on the website, along with instructions 
for downloading and upgrading files.   

 
• Login 

 
o Double click the CATS icon on the desktop to bring up the following warning 

message.  Press Accept to continue. 
 

 
 
 

    

Enter your user name (maximum of 8 
characters) and password, then press 
OK.  Passwords are NOT case sensitive.

                              
• If the following error is received after entering the user login name and password, the 

problem may be an invalid user name, password, OR there may be no connection to 
the CATS server (check to ensure there is a valid internet connection). 
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Fundholders may utilize CATS to simply access the program for the status of their MU 
account(s) or to run Status of Fund reports prior to the date the reports are provided by the LAO.   
   
Logging into CATS from your desktop will bring up the license and login screens as indicated 
under the Installation procedures.  After logging in, the Main Menu will be displayed. 
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Status of Funds Reports 
 
 
To run a Status of Fund report, select Reports from the Main Menu, then select Status of 
Funds Report. 
 

 
 
 
The following instructions will guide fundholders through the options available for data to 
be included in the SOF.
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Status of Funds Report: 
• Select Status of Funds Report from the Reports Menu 
• Select type of report desired 
• Select Report Components 
• Select Location 
• Select Account(s) 
• Ledger date – leave blank 
• Select Column choices to be displayed on cover page 
• To include Attachments, select the radio button “Include Attachment” and select 

the type of attachments to be included 
• Select Print to view a Print Preview of the report 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Status of Funds – with attachments  
 

 
• Page 1 of the attachments: 
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• Status of Funds by Management Unit cover page - print preview 
 

 
 

Print the Report: 
• Select the Printer icon in the top left corner. 
• At the Printer setup screen, select the destination printer for the report. 
• Select OK. 
• The next print screen allows the selection of pages to be printed and/or the number of 

copies desired.  Select OK. 
 
NOTE:  If the computer has Adobe PDF as a printer selection, the report may be printed to 
the Adobe print file and saved to the computer for future reference, or select the Export Icon 
in the top left corner to export the report to another format, i.e. Adobe PDF, Excel, etc.. 
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Viewing Account Status 
 
 
To view the status of the account without running a report, select Account Status from the 
Main Menu 
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The Account Status screen will be displayed.  Most fundholders will have default Accounting 
Code(s) specific to the Management Unit – i.e., X01 for Appropriated funds, X08 for 
Reimbursable Agreements, X91 for CRADAs, or X93 for Trust Agreements. 
 
 
 
 

 

Select the Accounting Code desired from the drop-down 
menu.  The Accounting Code selected will display the default 
MU for that Code.  If there is more than one sub-account for 
the account, select the desired sub-account from the drop-
down menu 
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Different criteria may be selected to return a specific listing of transactions: 
 
 

 

Show All  
in the 
Salary 
selection 
area will 
return 
both 
Actual 
and 
Projected 
salaries 

Show All  in 
the 
Reconciliation 
area will 
return both 
Reconciled 
and 
Unreconciled 
transactions. 

 
Once the desired criteria has been selected, select Get List and the list of transactions will be 
displayed.  The circled area above will provide a ‘mini’ status of funds for the selected account.  
The balances displayed will be as of the second the report is viewed.   
 
To ensure accurate reporting for your information, it is imperative that cardholders enter 
transactions at the time orders are placed and that reconciliation with both PCMS and CATS is 
completed within the time frames specified by the Location/Area Administrative Office.   
 
If a printout of the Account Status is desired, select Print from the option area of the status.  The 
report will be displayed as a “Reconciliation Report” and can either be printed as is or saved to 
the computer as a file.  The following print was saved as an Adobe PDF file. 
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Print the Report: 
• Select the Printer icon in the top left corner. 
• At the Printer setup screen, select the destination printer for the report. 
• Select OK. 
• The next print screen allows the selection of pages to be printed and/or the number of 

copies desired.  Select OK. 
 
NOTE:  If the computer has Adobe PDF as a printer selection, the report may be printed to 
the Adobe print file and saved to the computer for future reference, or select the Export Icon 
in the top left corner to export the report to another format, i.e. Adobe PDF, Excel, etc.. 
 
 

Please do not hesitate to contact the LAO if difficulties are experienced or further information 
is desired. 
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